Usage Statistics for The BIG Guide Online

Introduction

Usage statistics are available to anyone who has been designated as an Administrator for The BIG
Guide Online. If your school has not yet assigned an Administrator, you must contact Richard Berthelsen
richard@workingoverseas.com at the client services department at The BIG Guide. Administrators have
access to extra menus in the “My Guide” menu (see # 2 in the diagram below).

How to assign other staff as an administrator for The BIG Guide Online
Administrators have the power to assign new Administrators by going to the My Guide page (see #1),
choose Account Management (see #3), search for the staff person by filtering on their e-mail address
(see #7) and click on “no” and change this to “yes” (see #6).

How to access usage statistics

Go to the My Guide page (see #1). Choose Account Management (see #2). The List tab (see #4) shows
the full list of your users where you can search for users (see #7). If you want to see a full list of users
and generate your own usage statistics, choose the Export tab (see #5) and export the full list of user to
Excel where you can then count the number of users and generate more detailed statistics by coding the
various columns of data using Excel. CAUTION: When exporting to excel, you data should appear in
columns (See Diagram Two). If it does not appear this way and all the data is truncated into one column
with the fields separated by commas, you should “first” save the file and then retrieve it into Excel.
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DIAGRAM TWO
This is how your data should appear when exporting to Excel. The data appears in separate columns.
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2 16239 it@brockL it@brocky ####EEE Brock Uni 2MFREE  ##tHEE 1 IT-Guest Visitor Mon-Faculty-Staff  Career Services ON Canada
3 19337 kwostd @t kwostd@! #######H### Brock University B Kaitlin  Witter Student 2009 Mathemai ON Canada
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8 10208 Ikuiper@t Ikuiper@k ###H# Brock University =amzamEs 1 Lisa Kuiper Faculty Career Services ON Canada
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